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this* letter it in response to your latter of April 7, 1972, which c* 
quested additional lafonsation concerning the imp l estate tion of the provision* 
fop payout of environmental differential for employoet under the Coci dir.ated 
Pascal Wag* Syet4» (CSV!?). 

'VyV?', ’ - . • ’ 

Aa oar letter of March 1, 1972, pointed out, basic to t&epproviaiotw 
for payownt of the differential is the determination whether jr not the a^* 
vwc£6 working condition* were tek<*.n Into account whtan the grade of the pc**” 
tie® was ftstaMiehwJ. Thu decisions given in our March letter were ba«ed on 
aar flnditqp* that the adveie® condition* ware not taken into acociu m *>s- 
tebii&hlng the grade of the Annealers, bui. they had bean in the cua* ot tt f . 
Eoliet Plant Operators* and thus the differential could be paid in one 
but not in the other. 

. j * the *p€sci£&* answers to tha questions of your letter fallow fro® the 

.. above reasoning/ 1 Me have repeated the question to make the res|.K>tt*u cie&r . 

V; -V ‘‘ •*•;■’ h •• 

1. Sbc-ulda 1 * the approval or disapproval be on the baaU of the area in 
question? 

• 

!’ >1; Since the deamination is related to the classification of the posi~ 

' 'tints Involve, approval by area cannot be given. However, when approval 
h*e been granted for one position in an area of adv.rs* conditions., this 
i 1 serves as an indication that, other Jobs in that same «ce* *a»y o* ellgio:*,. 
v. aad should be checked. 
if! 1 /- * • . •' •;•* *• 

2. Are mAchiniat®, electricians, and other workmen entitled to differential 
l - pay for periods of t in* spent in an approved area? 

2 •' r ' / 

V& i%±?, question relate* to the firat. If the eveluetiou of tae taachintst 

position did not take into account tha adverse working conditions he faetd 
throughout, the plant, including the annealing area, then hr may bt enritUd 
to the cnviroostatal pay while he is working in that ar<.o. Again the anely- 
ate aawt he made on a Job by Job bests. 

Ari rmparviioro entUied to the same differential pay? 
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PERSONNEL POLICIES AND ADMINISTRATION 


The personnel policies of the Bureau of the Mint are issued by 
the Director and are based on statutes, regulations of the Civil 
Service Commission and Treasury Department policies. Mint personnel 
policies and procedures are administered by a Personnel Division in 
the Office of the Director and by Personnel Divisions in the field 
offices. Summaries of important Bureau personnel policies are 
given below. 

Employment 

The Director of the Mint has been delegated authority by the 
Director of Personnel to approve appointments to all positions in the 
Mint, with the exception of consultants and experts, reemployed 
annuitants, and positions in grades GS-16 and above. This authority 
has been redelegated in part to the heads of field offices. 

Civil Service regulations are applied in filling all positions, 
except eight positions filled by Presidential appointments. The 
positions are: Director of the Mint, Washington, D. C.; three 
Superintendents located in the Philadelphia and Denver Mints and the 
New York Assay Office; three Assayers located in the Philadelphia and 
Denver Mints and the New York Assay Office; and one Engraver (Chief 
Sculptor and Engraver) in the Philadelphia Mint. 

Wage Administration and Position Classification 

The Bureau's positions are classified and paid under two 
separate systems. The two systems are: (1) The Coordinated Federal 
Wage System which covers wage board positions and is administered by 
the Civil Service Commission. The positions are classified to 
occupations and grades on the basis of published standards. The pay 
scales are established by the Commission for each locality on the 
basis of prevailing wage rates. (2) The Classification Act system 
which covers other positions. Positions are classified to series and 
grades on the basis of standards by the Commission. The pay 
schedules are set by Congress and the President on a nation-wide basis. 
The Director of the Mint has been delegated authority, with few 
exceptions, to classify all wage board positions and Classification 
Act positions through GS-15. This authority has been redelegated in 
part to the heads of the field offices for Classification Act 
positions. 





Equal Employment Opportunity 

A firm policy of equal opportunity for initial employment, 
advancement and career development is established for the Mint. 
Discrimination based on race, color, sex, creed, national origin, 
handicap, age, marital status, political affiliation (except when 
required by statute) or membership in an employee organization is 
prohibited. 

The two major aspects of the program are: (1) The 
appointment of a key member of the Director's staff as Deputy Equal 
Employment Opportunity Officer (EEO Officer). The EEO Officer 
serves as principal advisor to the Director and to the heads of the 
field installations, and acts as a focal point for the program. In 
addition, Deputy EEO Officers are appointed at each of the field 
offices. (2) Training of supervisors in their responsibilities. 

Every supervisor is required to attend at least one basic seminar 
and a refresher seminar bi-annually. In the seminars special 
attention is directed toward the programs for the maximum utilization 
of employees skills, job redesign and voluntary community action. 

Personnel Security 

Because of the nature of the Mint's work programs, all persons 
selected for employment must be reliable and trustworthy, have good 
conduct and employment records, have good character traits and be 
completely loyal to the United States. Applicants are carefully 
screened prior to selection. Adverse information developed in the 
screening process may bar the applicants from employment. After 
entrance on duty, complete security investigations are conducted 
either by the Civil Service Commission or the Internal Revenue 
Service. If adverse information is developed in these investigations, 
the employees may be removed. 

Promotion Plan 

There is one promotion plan applicable to all positions in the 
Mint except those filled by Presidential Appointment. This plan is 
based on Civil Service regulations and Treasury Department policy. 

With certain limited exceptions, the procedures in the plan must be 
followed whenever a vacancy is to be filled by promotion. Competition 
for promotion to wage board positions and to classification act 
positions at the lower grade levels is limited to the local office. 

At higher grade levels competition for promotion is on a Mint-wide 
basis. Employees are ranked for promotion in three categories, namely, 
above average, average, and below average. The principal factors 
considered in rating employees for promotion are: Pertinent 
experience and training, education, demonstrated skills and abilities, 

performance, attendance, compatability with work environment, 
physical condition, and potential for advancement. 
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fijUD J.J2XS!!' I)evel0Dtnen t and Training 

Through formal und Informal training, employees are provided every 
opportunity to improve their work performance and lo develop at the 
various stages of their careers. Training is authorized in response 
to needs specifically Identified by management officials, supervisors 
and personnel specialists. The sources used by the Hint in the training 
and development of its employees are: (1) Classroom training at the 
local level by specialists in such areas as supervisory policies and 
practices, orientation, first aid, guard rules, and equal employment 
opportunity; (2) Institutes and courses conducted by Treasury bureaus, 
Civil Service Commission, other Government agencies, colleges, universi¬ 
ties, trade schools, and private industry; (3) On-thc-job training by 
supervisors; and (4) Meetings, lectures and conferences in the areas of 
Interest. Expenditures incident to training, such as tuition, fees, 
travel and per diem are authorized with the approval of the Director. 

Incentive Awards 

The Bureau of the Mint follows the policy of the Treasury Depart¬ 
ment in recognizing employees under the Incentive Awards Program. The 
Director of the Mint has been delegated authority to: (1) Approve and 
pay awards up to $5,000 for each contribution; (2) Make recommendations 
on awards which require approval of the Secretary or his designee. The 
Director has redelegated a part of her authority to heads of the field 
offices. 

Every effort is made to encourage employees to take an active part 
in improving the effectiveness of Government operations; to provide 
recognition for those whose individual or group efforts contribute to 
efficiency, economy or other improvements; and to reward employees, 
through the use of commendations, cash and service and honor awards, 
for special acts or services of a significant nature relating to their 
official employment. The following types of contributions warrant 
recognition under the Incentive Awards Program: (1) Suggestions which 
directly contribute to economy or efficiency; (2) Special achievement; 

(3) High quality performance; (4) Long and faithful service. The Mint 
has also established awards for achievements in the fields of communi¬ 
cations and safety. 
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V\' i.lvittunuo. t;v \!ua 1Juu o£ l'lmi• 1 ovens 

M\i> Mint has a foimal i* I (in for the evaluation of the work 
pctintmnme of all employees, lit i m plan require* supervisor* to make 
constant lulntmal evaluation* oT their employees' per forma ura, Once 
each vest they muwl certify formally that employee* have bean 
net(tied oi theli l p vp 1 of performance. The plan piovl.de* for three 
Wvel* t*i pelformsuco ratings, namely, uni la lac i ory, outstanding, and 
unsst i*fac t oi v. 

iRimduide ot Cvnvlua 

The Hint haw adopted Ihe standard* of conduct prescribed for Him 
T iessuw Department, The Director oi iIip Mint h«a further prescribed 
speclfIt tulca fo» Mint employed, Including Him following! (1) All 
employee* moat obtain wiltten permission from the Director to engage 
In outside employment i (,') hooker* In Mini Institution* are not 
considered to he private locker*) (') No employee In any institution 
In wht oh a depo* 11 or bull lull I* made may art a* agent for the 
depositor) (41 No assaying or ohwnleal work In a private capacity may 
be performed bv employee* or the Mint Institution* on Hie premiaoa of 
(beep Institution!) (Jl) llmlei no r i i rnmat ance* la an employee 
peiml 11 ed to iomove coin* oi blanks I rum bla Immediate work area, 
without piopet authorisation) (f>) Korins! artielos or apaeehea by 
employee* ot Hie Mini relating to matter* concerning Hie Treasury 
Department must be submitted to (be Director for review ami written 
approval pilot to deliverance or publication) ami (/) lEmployee* are 
pi olt lb Used from receiving from any pnraou, association or corporation 
ativ supplement to limit salaries im I lie official services performed 
by (hem, 

UUmiDLlUctLV iV.U>Jll 

,1 

Tlie Mint follow* Ibe guideline* set up by the Civil Service 
Commission In con acting of fending employee* and maintaining discipline 
and mot ale among otbci employee*. The Director 1* authorised to take 
on* or moie of Hie foil owing action* In disciplining employeess (I) 

Ot a I admonishment) (4) Written repiimnnd) (1) Huspeu* Ion; (4) Demotion; 
and (1) Ssmova 1. 1‘h a Direct oi Ita* in large measure redelegated till* 

authority to l(eld olt tee bead* ami to division and section chiefs 
whose i sspotislhl 111 v It l* to create working condition* which help to 
maintain discipline through the willing cooperation of employees, in 
addition, dlvlMon and section chtoi must Initiate appropriate action 
when disc (pi tnai v action heroines necessary. 

giaii loy,Ht., JUjglktjL 

the Mint tot low* the regulations and procedure* established by the 
Civil gv<t vice Commission and the Treasury Department In granting appeal 
light* to employee*, Undei liiese procedure*, In * disciplinary action, 
su employe* is g» ml ml one tevlew at * Ulghei administrative level with 
(Im Mini oi Hi* ITniSUiv Uepsr tmeuf, Slid * hearing, upon request , in the 
case or a gi isvanrti and an sdvetss action appeal (discharges, suspension 
oi mots than '»0 d*Y*, and t eduction in rank)* A Imthei appeal may he 
made to tIm Civil g,ivt«i Commission In the case ot an adverse action. 
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Employee Management Cooperation 

Management officials at all levels are responsible for maintaining 
effective relationships with unions and for following the guidelines 
and policies established by the Civil Service Commission and the 
Treasury Department. Specific policies defined by the Director for the 
Mint are: (1) For the purpose of granting formal recognition to a 
union, there will be a single unit for all employees in each office. 

(2) For the purpose of granting exclusive recognition, management 
officials, supervisors, personnel officers, and professional employees 
(unless a majority votes for inclusion) will be excluded from the 
single unit. (3) The authority to establish units and to grant 
recognition to unions is retained by the Director. (4) Negotiations 
of written agreements are conducted by top management and personnel 
officers with unions at the local level, but prior to signature, the 
agreements arc subject to the Director's approval. 

Employee Benefits 

Annual and Sick Leave: 

With the exception of the Director, all Mint employees are subject 
to the provisions of the Annual and Sick Leave Act. Employees receive 
4 hours of sick leave every pay period (2-wcek period). Annual leave 
cannot be used until the employee has served a minimum of 90 days. It 
is accumulated as follows: (1) 4 hours every pay period for the first 
three years of service; (2) 6 hours every pay period from 3-15 years; 

(3) 8 hours every pay period after 15 years. 

Retirement: 

All career and career-conditional employees and Presidential 
appointees are automatically covered by the Civil Service Retirement 
System. This involves a bi-weekly salary deduction of 6^%. 

Life Insurance: 

With the exception of temporary employees, all Mint employees are 
eligible to participate in the Federal Employees Group Life Insurance 
Program. The Program is a voluntary one. If one does take insurance, 
he may cancel it at any time. The amount of regular insurance and the 
size of the payroll deduction depends on the employee's basic annual 

pay. 

Health Benefits: 

With the exception of temporary employees, all Mint employees are 
eligible for enrollment under the Federal Employees Health Benefits 
Program. Enrollment is voluntary. There are four basic health plans 
from which to choose. The Federal Government pays part of the cost 
under the plan the employee chooses, and the employee pays the remainder. 




Legislation Proposed By The Mint 
91 st Congress, 1 st Session 


Current legislative proposals of prime interest to the Mint are 
as follows: 

1 . R - 13252 - A Bill "To carry out the recommendations of the Joint 
Commission on the Coinage and for other purposes" was introduced in the 
House on July 31, 1969, by Mr. Patman for himself and Mr. Widnall. We 
expect an identical bill will be introduced in the Senate v< -y soon. 

H. R. 13252 would (l) provide for the minting of a cui nickel 
clad half dollar coin, ( 2 ) authorize the minting of a cupro-.Jckel clad 
dollar coin, and (3) give authority to sell to the public almost three 
million rare silver dollars now held by the Treasury. 

2 . A proposed bill "To prohibit the making of clad strip suitable for 
coinage, to prohibit the use of certain words and false advertising to 
imply Federal coinage, and for other purposes" was sent to the Bureau 
of the Budget on April 4 , 1969. BOB sent it to the Department of 
Justice for comment. 


3 - A proposed bill to provide for changing the name of "The United 
States Assay Office at San Francisco" to "The Mint of the United States 
at San Francisco". See "A Study of the United States Mint - Coin 
Requirements and Capacity in the Seventies - May 1969". 

4 . Finance. The Department has chosen to defer making a legislative 
proposal on this matter now. 
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A nneal ing and cl t_;ut. lng 

The annesuliat and cleaning operation as the name Implies has a two¬ 
fold purpose: to soften the blank (both on the surface and internally) 
for the subsequent coining operations; and to remove any oxidation, scale, 
or surface dirt from the blanks. lbe blanks are dumped into u hopper 
which feeds them into the annealing furnace. They are carried through the 
furnace by means of a screw conveyor) heated to the proscribed anneuling 
temperature; and dumped into a quenching bath for fast cooling. The 
annealed blanks are then conveyed automatically into u rotating drum, 
cleaned in a caustic solution, dried, and discharged into tote boxes for 
temporary storage and for transporting to following operations. 

Upsetting 

In this operation the blanks are passed through a machine which 
"upsets" the edges; that is, the edges are raised and rounded, lbe blanks 
are dumped into a hopper and subsequently into a vibratory feeder. The 
blanks arc then individually fed into the upsetter, where they are forced 
past a roll which upsets the metal. 

S Lumping or coining 

The upset blanks are hopper-fed into high-speed presses which place 
the reeded edge (for the dime, quarter, and half-dollar), and the image 
on the coin in one stoke of the press. Hie presses run at varying speeds, 
averaging about 1 J I0 strokes per minute. Hie presses are fed automatical'ly 
and strike from one to four coins per stroke depending on the denomina¬ 
tion being produced and the type of press being used. Hie struck coins 
are discharged from the press into tote boxes for transporting to the 
counting and bagging operation. 

Counting and bugging . . 

'llu* final oportftion in coinage consists of counting the coins and 

placing the prescribed number of each into cloth bags. Hie coins are 
fed from a Syntron vibratory feeder into a counting machine, which auto¬ 
matically counts each coin and stops the; machine when the propel quantJ Ly 
has been reached. Hio coins discharge from the counting machine into a 
bag which is closed by sewing it with a portable sewing machine. Jiir 
bagged coin is then placed on pallets or hand trucks and transported to 
the vaults for safekeeping and subsequent shipping to the Federal Reserve 

Banks. 


" ' n ‘ " l) u rJnr nil of the above operations there are certain safeguards which 
are employed, such as weighings, visual inspections, etc. Hie measures 
employed vary from office to office. As a result no effort was made to 
incorporate; them into this write-up. 
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APPROPRIATION PROCESS 


1. PPBS submission in April or May. 

2. Underlying plans for financial requirements from all offices in June. 

3- Overall plan for the entire Mint. 

4. Budget estimates for departmental review in August. 

5. Conference to discuss estimates at departmental level (early September). 

6 . Receipt of level authorized to be requested in Bureau of Budget 
submission. 

7. Submission of budget estimates to Bureau of Budget (September 30 ). 

8 . Hearings at Bureau of Budget. 

'9* Notification of Presidential allowances. 

10. Submission of budget material required by Congress to justify President's 
budget. 

11. House hearings with Director's opening statement. 

12. House Report. 

13. Preparation of protests, if any. 

14. Senate hearing. 

15 . Senate report. 

1 6 . Apportionment schedules for miscellaneous permanent appropriations (i.e. 
Coinage Profit Fund — during April). 

17. Enactment of appropriations into Public Law. 

18. Submission of apportionment schedules for various accounts within 15 days 
from date of enactment, with accompanying overall financial plan to Bureau 
of the Budget. 

19. Allotments of apportioned funds to Washington and field offices, and 
transfers to G.S.A. if any. 

20. Miscellaneous annual, quarterly, and monthly reports. 
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VnUu'l l luti up Li PU fpn i Mini nurl.hi|* In mioimij.il Iraliml h.y elnol.ruiiagnetlo 
tie I'I rol l UK triggered hy poiniil UUnH. 

Ah unuli coin liuunurn uiT n wounding hloek or anvil, a mlororfionn 
UhlujiH I" t In nun I Hi, (li roultry d Iwttngu Inlmu d I rforenceA In pitch he- 
Iwuuti II m uu 1 1 im l.o i»n I nr* mi u I uu I I'uimt/'.iir 1.1 u qp! I mi the ulnd or wl Ivor 
Hulun fly L.v . U,V I'l'unn I oh l* I nil, n I till 01 ' t,V \)9 can Im det'l.eoted I'ruiii I Li 
ur Ip.liwil pullt l*o fo:r in a mocuuiI atrpniu that fit I In Into a noparate hln. 


'flu* den I c,ii uf flip mrn'll Imp Ih hawed on the fact that Ml Ivor mid clad 
Pol nit vUimlP ut ill ffui'nlit* f,l’pyiirmulnM. 

a 

A ulnil quarter, for Pxnmplo f rln/'.ii ml* about 1,0 kHz, and a m 1 Ivor 
quarter nil about 10,6 kllz. dome ppopla cum diatlngulah this difference 
l',v uu', Thin machine unn <lintlnp;u;l eh hoIhm at u rate up to 'yQ per wwcond 
with virtually no error* 

A total of ill mnuliliiuM urn at work In the II,II. Mlntn, Afinny Offi.cew, 
uuil I'WUrnl Krnervo haulm In major dl. I up throughout Urn country. Mich 
tmodilnn prouuriMPM liiuru Ulan P,QQ0 nulim m minute with Iumm titan a >'/< 
urrur, ui 1 nl'oiil. I* million muIiim dally, on three mIiII'Im. 

jluc.o h tup I lank n fnii of mixed l.otn of eotim (either dimee or quar- 
Lm'h) iuuu I veil 'from I>)ip hankn npl I I uolnn Into l-hu Centr 1 I up.al coin 
feedera. 'I'liuim arrange 1.1 1 o uolnn .In Mingle file mid feed thorn Individ¬ 
ually through o" exit ehuto at raten up to JjO per neeond. 


An the ooinn move along a trank, they innn under a motor-driven 
drive wheel that arrmipun tliPin for launching. An rnuh OOlll If pnnhud 

out by th« drlvf wheel, it fnoountera the two-motor driven accelerator 

whm.i'ri I hat rJj'p 11* ap.aliinl* mi mivl I, ''mining .In to .in,.. 'Ihu 

t'oliiii, In a h toady ntmiun, bounce off the anvil and j»mm in front of a 
pi ui i (K | uulr In cull that ntartn the aiialynln of the wound. 

Tun a out id of each oolh In detected hy the microphone and amplified, 
•n,,i ni|imi In divided Into two channele, one with a bmid-pmui filter for 
the io,6 Mi/ pound of wI Ivor and the other a hand-j ami filter for the 
16.0 kllz wound of Hail ewlna. 

if It In deflifpd to "kink” (about into a higher bin) wll.ver, for 
. Kumplu, tin- u l ran 1 try mu he, net no that If the nlp.nal from the 10.6 
Ml- ehauiiPl In lnr/',< r than that fit'**m the l6 kll/ fhmmel, the repu.lnlon 
uni I will ho tr lg|'.' red. 


The present coin separating machines will be converted to 
dclamination inspection devices once the present separating operation 
has been finished. When the bonding is imperfect, the acoustic char¬ 
acteristics of the blanks change. Eaulty coins may be blistered, split 
open, or even missing one face. They must be removed from production, 
and the AMP machines will also perform this separation. 


Notes 


















MINT FINANCIAL MATTERS 


1. Annual Settlement 

2. Special Settlements 

3. Joint Sealing - Institution Seals 

4. Storage of material for other agencies 

5. Bullion Shipments 

6. Audit Program 

a. Internal Audit 

b. External Audit - GAO 

c. Contract Audit 

7. Gold holdings - Table - Policy 

8. Gold Exchanges 

9. Silver holdings - Table 

10. ' Overtime, Policy - Cost 

11. Travel 

12. Delegations of authority - obligations, certifying 

13. Anti-deficiency Act - R.S. 3679 

14. Voucher examination and certification 

15. Cost Accounting - Unit Costs - Cost Comparisons 

16. Reimbursable program - Proof coins. Medals, Foreign 

coinage, other agencies 

17. Need for improved system of financing 

18. Imprest fund purchases 

19. General Accounts 

20. Bullion Accounts 

21. Coinage Profit Fund 

22. Automatic Data Processing 

23. GSA Silver Sales 

24. GAO and Treasury Regulations, Mint Accounting Manuals 

25. Expenditure Ceilings ( and Personnel Ceiling) 

26. Storage of stock pile silver - SF & NY - WP 

27. Coinage Act of 1965 

28. Procurement - regulations - competitive procedures 



CHANGES IN COINAGE BLANKS INVENTORY 


( In Millions Of Pieces ) 



Blanks Inventory 
as of 6/30/68 

Blanks Inventory 
as of 6/30/69 

Net Changes 

1* 

157-440 

229.261 

+ 71.821 


862.838 

710.925 

- 15L. 913 

10^ 

1,311.233 

455-734 

- 855.499 

25 $* 

1,021.257 

783.330 

- 237.927 

50^ 

Total 

59-553 

59.495 

•058 

3,412.321 

2,238.745 

- 1,173.576 


POUNDS OF STRIP REQUIRED IN FY 1970 

( In Millions Of Pounds ) 


H 

Pounds Of Strip 

51-471 

5 <j> 

-- i/ 

10 i 

7-407 

25 ^ 

5-357 2 / 

50 ^ 

3-846 

Total 

68.o8l 


1/ Denver and San Francisco production of 5^ coins in Fiscal 
1970 will be from the Blanks Inventory. 

2/ Strip required for Philadelphia’s 25^ production. 

Denver will produce from Blanks Inventory. 














ACTUAL vs. BUDGETED PRODUCTION 


( In Millions of Pieces) 


Budget Actual 



Est. 


FY 1968 

H 

4,280 

3,746 

50 

324 

124 

10 0 

589 

954 

250 

44i 

731 

500 

118 

307 

Total 

^152 

J. 

FY 1969 

10 

4,212 

5 , 3^5 

50 

280 

l8l 

100 

560 

1,068 

250 

448 

324 

500 

100 

100 

Total 

5,600 

7,018 


FY 1970 


H 

5,258 

— — 

'H 

518 

— 

10</> 

1,037 

— — 

25 ^ 

592 

— — 

50?! 

100 

_ _ 

Total 


-- 























Bureau of the Mint - Cost Reduction - Management Improvement Program. 

Objectives 

«.6 objectives of the Bureau of the Mint', coot Induction -Manogmmrt 
hn,o-«Mcnt effwto arc to ln*rove the effectlveneoo arid efficiency of the 
Bureau's missions and ocrvlcco, to conduct a continuing search for ways to 
reduce cost, and in general to Insure that functions ere performed In 
accordance with the same exacting standards that apply to expertly managed 
private bu slnesses. 

• Iv-ornotl on and Cunport 

To Insure fulfillment of the Bureau'o commitment to achieve the 
program objectives, each field office head If assigned the responslb- 

i 

lllty for personally supporting the program and providing the necessary 
leadership, directives, manpower, and Inspiration to promote the cost 
reduction and management improvement concept and efforts at all. levels 
of operation. In addition, CR/MI committees have been established In 
each Field Office ant meet on e regular bases to Insure that Management 
and Supervisory personnel at all levels have olmlllar responsibility /or 
promoting the program In their areas of operation. 

Report! np. Regulr'inents 

Field Offices are required to submit three reports annually to the 

Office of the Director. 

1. Annual Han - June 30 

2. Mid Year Progress Report - Dec. 31 

3. Year End Progress Report - June 30 

Complete Instructions for the preparation of reports are contained 
In Chapter 7, Part P of the regulations which Is attached. 
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CHAPTER 7 - MANAGEMENT 
-.- Table of Contents 

Part D - Management Improvement 

P&C6 No 

COST REDUCTION AND MANAGEMENT IMPROVEMENT PROGRAM - 

PURPOSE 7D-101 

PROGRAM OBJECTIVES 7D-101 

PROMOTION AND SUPPORT 7D-102 

DEVELOPMENT OF COST REDUCTION PLANS AND GOALS 7D-102 

REPORTING ANNUAL PLANS 7D-103 

IMPACT OF CONTINUING MANAGEMENT CONTROL PROGRAMS JD-lOk 

EVALUATION OF THE CR/MI PROGRAM 7D-104 

GUIDELINES FOR INTERNAL BUREAU REPORTING AND 

FOR CONDUCTING A BUREAU CR/MI PROGRAM 7D-105 

Internal Reporting System—Field Office 7D-105 

Improvement Techniques 7D-107 

Training 73-110 


AD 4 





January 23 , 1953 


ALL EMPLOYEES t 


W uiAnntl ^ ^ ty * Sequent thereto, oontri- 

, ;° tho tdtal of $3^*28 were received towards the purohase 

ox the piano used at the party. This sum is in possession of the 
rensure;* a. the Employees* General J5\wd as of this date. Cost 
of the pi&so to uc is $90* 

... « Disposition of the piano must be made one way or another, 

P urchase return. If returned, the fund must pay 
v-.o»00 to cover the moving charge* 

If the piano is returned, the vl6.00 will be a dead loss 
to us, ana since this should properly be paid out of the General 
Fuad, the Treasurer would still have the $3^.28 on hand. If those 
employees who have not yet contributed, would donate eaoh 
we would undoubtedly have sufficient funds with which to purchase 
tno piano. The Treasurer has no authority to disburse anything: 
ii.ee tne aifferenoe between what has been collected and the cost 

?f t7eturn of the donations would be impossible sinoe 

identity of most of the donors is unknown, Fleoing the money 
coileoced for purohase of the piano in t\e general fund would 
also be unfair, sinoe it was contributed solely for purohase of 
the pxano. 


xv . . ** h opod that all employees will help the Measurer 
out of his dilemma by contributing sufficiently so that the piano 
may be purchased. 

A oau with a pioturo of a piano on It is available in 
the Lunoh Hocmx. There is also a can on the Guards’ Front Desk. 
Please main your contributions in either of these. 

DISPOSITION MUST BE MADE ft!THIN A FEW DAYS. 


A. L. Fhilippus, 
treasurer, 

J^int Bfciployeeg General Fund 


(Foreman j Will you please disseminate this iuformation.) 


M E M 0 It A N D U II 


January 18, 1 9$b 


TO 


/ill Employees 


FROM : .Alma K. Ec'nneidcr, Superintendent 

SUBJECT : Outside mmployr.ient 


The Acting Director of the Mint has requested th& t all employees 
again be informed regarding Treasury Department Circular bo. 828 
which states: 

"No employee shall accept any outside c pi gment 
without first obtaining the approval of the read of the 
bureau, office or division." 

In the bureau of the lint such requests must be approved in 
advance by lie director or Acting Director. 

if you a .o any ouostions regarding this you should contact Mr, 
Manning in the Parson el Office. 


March o, 1072 


INTERIM GUIDELINES FOR CONTROLLING 
UNSATISFACTORY TARDY OR ATTENDANCE RECORDS 



TARDINESS 

Under 15 minutes, immediate Supervisor controls by 
excusing only when employco has good reason; generally, do not 
excuse more than one tardinoss in any threo-month period. 

Over 15 minutes and up to one hour, Divioion Hcad 3 only 
excuse for emergencies such as car accident or severe weather. 

ANNUAL Z.EAVS (NON-EMERGENCY ) 

The scheduling of such leave is subject to supervisory 
approval and must be requested in advance. Make every effort 
to grant annual leave when requested, provided work program 
will not be adversely affected and subject to the employee's 
having sufficient leave to cover settlement shut-down period. 


ANNUAL LEAVE (EMERGENCY ) 

Emergencies do arise, to cause unexpected absences on the 

part of some employees and an occasional emergency absence 

carries no derogatory implication against an employee. When 

emergency absences occur repeatedly (more than one in three- 

month period) or follow a pattern of certain days in the week, 

. 

abuse of the leave privileges may be indicated and the leave 


should not be approved. 






r 

,'1 < V.'.-AVI'. 

Moat sick leave will bo of an emergency nature. Wnon 
these abocncoa show a pattern of extending a weekend or 
holiday, abuse of the privilege is indicated. Use of sic* 
leave, a day at a time, as it accrues, is also a good 
indication that the employee is abusing tho leave privileges. 
Employees falling into these patterns should bo required to 
furnish a doctor's certificate for each absence until the 
situation is corrected. 
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UNITED STATES GOVERNMENT 


kcply to 

ATTN Or: H-WBA 


memorc 

DEPARTMEN 



OF Tl^WAsC'Rt 
Bureau of the Mint 


SUBJECT: 


TO: 


Mint Accounting Procedures Letter No. 2-28 
Procedures for Cash Overages and Shortages 


O 

L'-S 

l> 

Llil 

O 


*0 


Assistant Directors, Heads of Special Staff Offices 
Superintendents and Officers-in-Charge 

'CN! 

m#r The following guidelines are issued to improve the internal control 
over cash overages and shortages from numismatic sales areas and to 

“e n Mint.““ y in * CCOaatlas £or the same throughout the^ureau of 

Daily Close Out 

„ “ s f eaCh Sales o££lce 1,111 condu “ a dally close out 

which includes the clearing of all cash registers, reviewing register 

tapes for voids, correct pricing, overages and shortages, and balancing 
overages and shortages to cash receipts. 

. ^l 1 ° Verages wil1 be deposited on a daily basis with the other 

saxes receipts. 

"Cesh Overage/Shortage Report/* signed by the sales area Super- 
^* Wl11 be prepared daily. The report should reflect any overages 
and shortages for the day and be routed to the Accounting Division and 

ofH f r ! ! dent 0f A copy wil1 be retained in the sales 

office. Overages/shcrtages in excess of $50.00 will be reported to the 
Internal Audit Staff. 

/ 

Recording Overages/Shortages 

oo The Accounting Division will record daily overages/shortages in the 
general ledger based on the 'Cash Overage/Shortage Report." Cash 
shortages will be charged to the Undistributed Cost Account (39 10) 
Conversely cash overages wilT be credited to the Undistributed*Cost 
Account (39.10). The amount charged or credited will be the difference ' 
between cash receipts and the inventory value of items sold. Examples 

cl entries for overages/shortages are given below. 

« 

valu/of 00: 8 mtrieS baS6d ° n Medals f ° r Sale with a “ ^entory 



Overage with receipts of $105.00: 



CkAto* 


Dr. 03.31 Disbursing Funds $105.00 
Cr. 21.10 Medals for Sale $100.00 
Cr. 39.10 Undistributed Cost $5.00 


'VrH.Buy U.S . Savings Bonds Regularly on the Payroll Savings Plan 

% OPTIONAL. FORM NO 10 

(RCV. 7 - 76 ) 


C5A ePMR (41 CFR> 10t.}| ft 
9010-112 





> 

SUBJ: 


C 



Mint Accounting Procedures Letter No. 2-28 
Procedures for Cash Overages and Shortages 

Shortage with receipts of $95.00: 


Dr. 03.31 Disbursing Funds $95.00 
Dr. 39.10 Undistributed Cost $5.00 

Cr. 21.10 Medals for Sale $100.00 


These procedures are effective immediately. If there are any 
questions, please contact the Accounting Systems Staffs 



Stella B. Hackel 
Director of the Mint 

cc: R. Wagner 

M. Prentice 

Chief, Operations Accounting 
T. Diaforli 


/ 
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DIMCTPH TWt W»Mt 


DEPARTMENT OF THE TREASURY 

BUREAU OF THE MINT 
WASHINGTON. D C. 20220 

March 28, 19B4 


•? ~ i 


. 4 ...'vjr 

-f'" 

• •» • r 


T 'r — - * 
« 

*\r 

* 

‘j-rr 


• .v * 

•r i- - 


- «* 


Superintendent, tl,S, Hint, Philadelphia, PA 18106 
Superintendent, u,s. Mint, Denver, CO 80204 

Officer, in Charge, U.S, Assay Office, San Francisco, CA 84102 
Assistant Director for ADP, Washington, D,C, 20220 

" If ‘ .ML. 

• fc - •: -s~- 

-c. 4 r >^;. - ®V*j r f. 

• 4 -j • 

r S >£**;. • Zf r : _ ■ ■ ZXZ& - 

This is to advise you that the sale of 1584 Proof 
Coin Sets by mail order is to be discontinued on f’terch 28, 1534. 

.. ■ . . ?$*&.' 

All mail orders received after Friday, March 29, 1934, for 
1984 Proof Coin Sets are to he returned to the customer. 

The 0,S. Mint Sales Areas are to continue the sale of the 
sets ovar-the-*cotTiter. '' 


4’ z ~" 




Sincerely, 



re'is B. Frere 
Assistant Director for Marketing 


cc: Ms- Prentice 

Ms. Widnes 
Mr. Rael 
Hr, Albino 



DATE: 

REPLY TO 
ATTN OF: 

SUBJECT: 

TO: 


February 5, 1985 


UNITED STATES GOVERNMENT 

memorandum 


M-WDM 

Distribution of ANA membership information 


i ^ r j 


^<9 


L . 

/* 


Li 


-'0 


w,;- 

Chief, Treasury Exhibit Hall, Washington, D. C. 20220 ^ 

.Superintendent, U. S. Mint, Philadelphia, Pa. 19106 
^Superintendent, U. S. Mint, Denver, Colo. 80204 
Officer in Charge, U. S. Assay Office, San Francisco, Calif. 94102 


In the not too distant future you will be receiving a small ship¬ 
ment of American Numismatic Association membership flyers. We 
have entered into an agreement with the ANA which will permit the 
dispensing of membership information in the Association through 
our sales outlets. 

Brochures and an appropriate "take home" stand will be in your 
shipment. Please make the information available to our visitors. 
However, you are not to use the brochures as mail stuffers. The 
number of brochures in the initial shipment for your facility is noted 
in the lower lefthand corner. 



Assistant Director of the Mint 


for Marketing 


2, 500 

Brochures in shipment 


Qy; c % 


OPTIONAL FORM NO. 10 
(REV. 1-00) 

GSA FPMR (41 CFR) 101-11.« 
5010-114 

ft U. S. GPO IMO— 




DEPARTMENT OF THE TREASURY 

UNITED STATES MINT 
WASHINGTON, D.C. 20220 


September 9, 1986 









MEMORANDUM FOR OFFICER IN CHARGE, SAM FRANCISCO ASSAY OFFICE AND 

OLD MINT 

SUPERINTENDENT, DENVER MINT 
SUPERINTENDENT, PHILADELPHIA MINT 
SUPERINTENDENT, WEST POINT BULLION DEPOSITORY 
OFFICER IN CHARGE, FORT KNOX BULLION DEPOSITORY 


SUBJECT: 

FROM: 


Gold Bullion Program 



Francis B. Frere, 

Assistant Director for Marketing 


You will be receiving telephone carl's - from the public on 
where and when the gold bullion and proof bullion coins can be 
purchased. 

The following information is provided for your assistance in 
responding to these calls about the Gold Bullion Program, 

Proof Bullion Coin Program 

If the person is on the Mint mailing list, the information 
will be forwarded toward the end of October. 

If the person is not on the Mint mailing list, please take 
the name and mailing address. Forward this information to my 
Washington office, 633 3rd Street, N.W., Washington, DC 20220, 
once a week, via overnight express mail. — 

NOTE : We would greatly appreciate your not transferring 
these calls from one office to another but respond to them witiT^ ** 
the above. 

Bullion Coins Program 

Gold bullion coin3 will go on sale to authorized 
distributors on October 20. Thereafter, they will move through 
the distribution chain and become available to the public around 
November 1. Then they cun be purchased from retailers who 
currently deal in bullion coins, i.e, Canadian Maple Leaf, etc. 
Other information on the gold bullion coin has baen telecopied to 
you today. 

Press calls are to be referred to Michael Brown on 376-0560, 

<91 7 'SO 















